PS8000. 01C UNI COR CORPCORATE POLI CY & PROCEDURES (CN-21 - CN-31)



U. S. Departnent of Justice
Federal Bureau of Prisons

Change
DI RECTI VE BEI NG CHANGED: 8000. 01

Notice CHANGE NTI CE NUVBER C-31

1. SUMARY OF CHANGES. The follow ng sections of Chapter 8500
of the UNI COR Accounting Manual have been revised.

8501 Chart of Accounts 8508 Fi xed Assets

8501A Appendi x, T-Accounts 8509 Inventory Contro

8502 Journal Entries 8513 Travel & Transportation
8504 I nvoicing 8514 Vouchering

8507 Di sbursenents

This revision incorporates the automated Chart of Accounts with
associ ated journal entries which has been used in UNI COR since
Cctober 1, 1986. The m nor changes which were made consi sted of
format, spelling, and grammatical changes. New account codes and
descriptions replaced old account codes and description. Mjor
changes were nade to bring the UNI COR Accounting Manual in |line
wi th current operating procedures which have been published by
Oper ati ons Menorandum  Maj or changes are descri bed bel ow by
section. Those changes which resulted fromthe C earance

Di stribution process are preceded by an asteri sk.

A.  Section 8501, Chart of Accounts. Additional changes.

1. Account 12070, Accounts Receivable, Destination
Accept ance, was added to segregate receivables generated for
"Destination Acceptance" contracts fromreceivabl e aging
schedul es until official acceptance is received for goods shipped
under these contracts.

2. Account 18040, Assets in Transit, 29010, Liabilities in
Transit, and 65900, Expenses in Transit, were added for use in an
automated Form 5 (inter-industries) billing programwhich is
schedul ed for inplenentation in FY 89. The automated Form5 w ||
provide a high degree of control and accountability over the
value of itens transferred between UNI COR factories/|ocations.
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3. Account 21500, Vouchered Receipts, was added to neet the
requi renents of the SIS Purchasing and Accounts Payabl e nodul es.
The Payabl e nodul e uses this account to age payabl es and to stage
t hem for paynent.

4. Al Deferred & Prepaid accounts (the 17--- account
series) have been suspended from further use because of changes
i n accounting procedures.

5. The account series (cost centers) 66---, Support
Di vi si on Expenses, 67---, Product Division Expenses, and 68---,
Corporate Division Expenses, were added shortly after the
original release of the FY 87 Chart of Accounts in order to
mai ntain detail records for these expenses.

6. The Ceneral Subsidiary Accounts 121, TSP Basic
Governnment Contri butions, 122, TSP Matchi ng Gover nnment
Contributions, and 123, TSP Fiduciary |Insurance, were added to
mai ntain detail records of these Thrift Savings Plan (TSP)
expenses which originated in the new FERS retirenent system

B. Section 8502, Journal Entries.

1. Journal Entries 8C and 8D were added for use with the
Account 21500, Vouchered Recei pts.

2. Journal Entries 15 and 21D were elimnated. These
entries were used for Deferred and Prepai d Expenses, Start-Up
Costs, and Prototype Costs accounts which are no |onger in use.

C. Section 8504, Invoicing.

1. The method of assigning invoice nunbers in paragraph 101
and 102 was revised to include the |ocation D sbursing Ofice
Synbol as part of the invoice nunber to help custoners identify
billing locations. This change was nmade in accordance wth
Oper ati ons Menorandum 157-88(8500), dated April 30, 1989.

* Paragraph 102 #3 was added to all ow the AW
(I &)/ Superintendent of Industries to give the Warehouse Manager
or others the witten del egated authority to maintain and be
accountable for GBL'Ss.
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3. OPAC (On-line Paynent And Coll ection systen) procedures
have repl aced the SIBAC procedures previously included in this
chapter. The Departnent of Treasury has required that al
agenci es convert to OPAC from SIBAC, which is to be elimnated as
a billing procedure. UN COR and nost of our custoners have
al ready switched to OPAC

4. Procedures for a new autonmated Form5 billing procedure
(inter-industries) which is expected to be inplenmented in FY 89 -
90 is included in place of the manual procedure. Field |ocations
w Il continue to use the current manual procedures until the
aut omat ed version is inplenented.

D. Section 8507, D sbursenments.

1. OPAC procedures have been inserted in place of the SIBAC
procedures (see C 2. above).

2. New requirenments have been added for docunenting voucher
nunbers for an automated (conputer) Voucher Register in which the
voucher numbers can not be resequenced each year to start at # 1.

3. Conputer generated Voucher/ D sbursenent Registers are
aut hori zed by paragraph 130, as long as, all the required
informati on and data are included on the formand required
procedures (control and etc.) continue to be foll owed.

4. * Updates were made throughout the section to
i ncorporate the changes to the Pronpt Paynent Act and the
Departnent of Treasury's GOALS system

5. * Paragraph 116 was conpletely revised to include the
Department of Justice automated procedures for reporting noving
expenses through their Human Resource Managenent |nformation
System (HRM S). Procedures and Illustrations for the obsol ete
Form DQJ- 412 were renoved.

E. Section 8508, Fi xed Assets.

1. The depreciation rate schedule for straight-Iline
depreciation in paragraph 402 has been revised to bring it into
current operating procedures as delineated in Qperations
Menor andum 43-88(8500), May 4, 1988.

2. * Paragraph 207 was revised to include accountability
for all itens which neet the criterion established in Section
8505 paragraph 214. This change was necessary because of the
changes nmade to the Depreciation Schedul e.
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3. Procedures for the Deferred & Prepai d Expense accounts
have been renoved, since the use of these accounts has been
suspended due to changes in accounting procedures. Quidance for
the treatnment of these costs has been added to clarify which
costs shoul d be expensed and whi ch shoul d be capitalized,
consi stent wth Operations Menorandum 43-88(8500), May 4, 1988.

F. Section 8509, Inventory Control.

1. The Inventory Plan in paragraph 402 of this section was
greatly expanded to provide detailed instructions for the
preparation, execution, and reporting of physical counts of
inventories. The requirenents of the Inventory Plan was
publ i shed in the Operations Menorandum 44-88(8500), April 30,
1988.

2. * Paragraph 303.4 (page 8509.3-9) was revised to all ow
a "designated enployee" to enter the dollar value for itens
requi sitioned. APECS prints dollar amounts for itens as they are
requi sitioned in the warehouse. Under the earlier manual system
with stock cards, these amounts were not readily avail able and
were mai ntained by the Business Ofice only.

G  Section 8513, Travel and Transportati on.

Revi sions to paragraphs 100 and 105 have been nade because
of recent governnent initiatives concerning travel. These
par agraphs now require |l ocations to use current authorized
procedures, such as, the use of credit cards, travel agencies,
GIRs, and etc. as dictated by policy.

H  Section 8514, Vouchering.

* Paragraph 106 (page 8514-9) was revised to include the
new Federal Travel Regulation allow ng staff on official
over-night travel one official call hone per day.

Many of the flow diagranms in these sections are copies of the
ones found in the previous revision of the Accounting Manual and
were included only to expedite the release of this revision. New
originals will be made and distributed as required.
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| nsert

of Section 8501 and the New Secti on 8501 and the
APPENDI X to 8501

of
of
of
of
of
of

of

Section
Section
Section
Section
Section
Section

Secti on

8502
8504
8507
8508
8509
8513
8514

new APPENDI X to 8501
New Secti on 8502
New Secti on 8504
New Secti on 8507
New Secti on 8508
New Secti on 8509
New Section 8513
New Section 8514

3. File this Change Notice in front of the UNI COR Accounting

Manual .

J.

M chael Quinl an
Director
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Change

NOtlce DATE: February 3, 1986
) )

1. SUMVARY OF CHANGES:

Periodic reporting requirenents have been altered to reflect
currect corporate information needs. there have been sone
changes, deletions and additions in the reports required.
Changes resulting fromthe electronic transm ssion of sone
financial reports have been addressed. Explanations of report
responsibilities and requirenents have been expanded and
clarified. Report sanples have been included and the forns
required for year end reports have been assigned FPI nunbers.
Forns control was expanded to provide control for specific blank
forms to reduce the opportunity for fraud and abuse. The entire
Reports, Fornms and Records section has been reproduced. The
changes are indicated by margin |ines.

2.  ACTI ON:

Renmove 8000.1, Chapter 8500, Pages 8515-i to 8515. 3-2.
I nsert 8000.1, Chapter 8500, Pages 8515-i to 8515. 3-2.

3. File this Change Notice in front of the UN COR Corporate
Pol i ci es and Procedures Manual .

NORMAN A. CARLSON
Conmmi ssi oner
Federal Prison Industries, Inc.
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Change
DI RECTI VE BEI NG CHANGED: 8000. 01

Notice CHANGE NOTI CE NVBER QN 25

1. PURPGCSE. To transmt changes to UNI COR Accounting Manual,
Section 8500, Accounting.

2. | NFORMATI ON. These changes nodify accounts and procedures to
incorporate the Sinplified Intergovernnental Billing and
Col l ection (SIBAC) systemin the Accounting Manual and to provide
accounts for unbilled receivabl es and non-current receivabl es.

In sone cases, the addition of the new changes necessitated
changi ng page nunbers and rearrangi ng parts of the original text
to ot her pages.

3. SUWMARY OF CHANGES.

a. Additions to Chart of Accounts segregate SIBAC billings,
unbi Il ed recei vabl es and non-current receivables (10.1.2, 10.4,
and 11.0 respectively).

b. T-accounts and journal entries include changes to the Chart
of Accounts.

c. Control and accountability procedures are delineated for
t he SIBAC system

d. Invoicing and Coll ection procedures for SIBAC are
descri bed.

e. Duties relating to disbursenments nust be assigned in
writing.

f. Rearrangenent of original text to provide space for new
changes.
4. TABLE OF CONTENTS:

Renove | nsert
Pages 8501-1, 2 Pages 8501-1, 2
Pages 8501A-1, 2 Pages 8501A-1, 2
Pages 8501A-5 to 8 Pages 8501A-5 to 8
Pages 8501A-12a, 12b

Pages 8501A-41, 42 Pages 8501A-41, 42
Pages 8501A-49 to 52 Pages 8501A-49 to 52
Pages 8502-5, 6 Pages 8502-5, 6
Pages 8502-9, 10 Pages 8502-9, 10
Pages 8502-27, 30 Pages 8502-27, 30
Pages 8503-i Pages 8503-i
Pages 8503-5 to 12 Pages 8503-5 to 13
Pages 8504-i, ii Pages 8504-i, ii
Pages 8504-1, 2 Pages 8504-1, 2

Pages 8504-4a, 5 Pages 8504-4a, 5
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Page 2
Pages 8504-6 to 19 Pages 8504-6 to 25
Pages 8505-i, ii Pages 8505-i, ii
Pages 8505-1, 2 Pages 8505-1, 2
Pages 8505-4 to 13 Pages 8505-4 to 14
Pages 8507-3, 4 Pages 8507-3, 4
Pages 8507-4a, 4b Pages 8507-4a, 4b

4. ACTION. The contents of this Change Notice are effective
when received. File this Change Notice in front of the UN COR
Corporate Policies and Procedures Manual .

NORMAN A. CARLSON
Conmmi ssi oner
Federal Prison Industries, I|nc.
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. CHANGE NOTI CE NUMBER: CN- 24
otlice DATE: August 8, 1984

1. PURPGSE. To transmt changes to the UNI COR Accounting
Manual , Section 8500, Accounting.

2. | NFORMATION. These changes correct mnor problens found in
t he new manual. Procurenent authorities were nodified and
program procurenents included. Suggested changes fromfield
staff have al so been incorporated. O her changes were added
conply with audit findings.

to

3. SUWMARY OF CHANGES.

Ref erence to gender renoved

Certain withhol ding codes changed to conply with DQJ codes.

| nmat e Payroll Controls tightened.

Cash controls inproved.

Reporting of B& projects revised.

Definitions in depreciation section nodified.

Central Ofice travel authorized only by Associ ate Comm ssioner.
Control of and responsibility for GIR s inproved.

Procurenent authoriy nodifi ed.

Program procurenents i ncl uded.

4. TABLE OF CONTENTS.

Renove | nsert

Pages 8500-7, 8 Pages 8500-7, 8
Pages 8501-13 to 16 Pages 8501-13 to 16
Pages 8501A-3, 4 Pages 8501A-3, 4
Pages 8503-11, 12 Pages 8503-11, 12
Pages 8505-1, 2 Pages 8505-1, 1l1la, 1b
Pages 8507-1 to 4 Pages 8507-1 to 4, 4a
Pages 8508 i, ii Pages 8508 i, i
Pages 8508. 2-5, 6 Pages 8508.2-5, 6
Pages 8508.3-1, 2, 3 Pages 8508.3-1, 2, 3
Pages 8508.4-1, 2, 3 Pages 8508.4-1, 2, 3
Pages 8513-1, 2 Pages 8513-1, 2
Pages 8513-7, 8 Pages 8513-7, 8
Pages 8515.1-9, 10 Pages 8515.1-9, 10
Pages 8518-3, 4 Pages 8518-3, 4
Pages 8530-1, to 5 Pages 8530-1, to 5

5. ACTION. The contents of this change notice are effective
May 1, 1984.

NORMAN A. CARLSON
Di rector
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Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 8000. 01

Change
Notice CHANE NI = NABER 25, e

1. PURPGCSE: To transmt changes to the UNI COR Cor porate
Pol i ci es and Procedures Manual .

2. SUWARY: New Section 8251 establishes nethodol ogy for the
generation and managenent of UNI COR sal es pronotion naterial.
Al'l further catalog issuances will be consistent with this

policy.
3. ACTION. Insert Section 8251 (Attached)

4. File this change Notice in front of the UN COR Corporate
Pol i ci es and Procedures Manual .

NORMAN A. CARLSON
Di rector
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DI RECTI VE BEI NG CHANGED: 8000. 01

Change
Notice AN NITICE MRS Wb 5o, 14

1. PURPGSE: To transmt changes to the Corporate Policies and
Procedures Mnual .

2. SUWARY: Revised Chapter 8900, Index, is updated to reflect
all new and existing UNI COR nmanual s and policy changes.

3. TABLE OF CONTENTS:

Renove
Page 8900-1/8900-6, dated March 8, 1982

| nsert
Pages 8900-1/8900-6, dated May, 1984

4. FILE TH'S CHANGE NOTI CE I N THE FRONT OF THE UN COR CORPORATE
PCLI CI ES AND PROCEDURES MANUAL.

NORMAN A. CARLSON
Di rector
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DI RECTI VE BEI NG CHANGED: 8000. 01

Change
Notice AN NITICE NIRRT 73, 10ms

1. PURPGCSE: To transmt narrative descriptions and a chart
depi cting the organi zation of the (new) Industries, Education and
Vocati onal Training D vision.

2. SUWNVARY OF CHANGES.

a. The follow ng organi zational elenents, fornmerly part of the
"I ndustries Division", have been assigned to the Assistant
Directors for Correctional Prograns and Adm ni stration,
respectively.

(1) Community Progranms Branch
(2) WManagenents and Information Systens Branch

b. The Education and Vocational Training Branch has been
assigned to this Division.

c. The Inmate Prograns function now reports to the Deputy
Assi stant Director, Education and Vocational Trai ning.

d. The foll ow ng new organi zati onal el ements have been
est abl i shed:

(1) The Corporate Marketing Unit, reporting to the
Associ at e Conm ssi oner .

(2) The position of Assistant Director, Staff Training
Acadeny- UNI COR, reporting to the Deputy Associ ate Comm ssioner.

(3) The position of Manager, Special Projects, reporting to
t he Deputy Associ ate Conm ssi oner.

e. The follow ng nergers of product divisions have been
acconpl i shed:

(1) The Textiles and Shoe/ Brush D visions have been nerged
as the Textile and Leat her Products Division, retaining broonmns,
but not brushes.

(2) The Metals and the Wod/ Pl astics Divisions have been
merged as the Metal, Wod & Plastics Division, including brushes.
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3. ACTI ON:
REMOVE | NSERT
Pages 8020-1/8020-4 Pages 8020-1/8020-7

4. TH'S CHANGE NOTICE IS TO BE FILED I N THE FRONT OF THE UN COR
CORPORATE POLI CI ES ND PROCEDURES MANUAL.

NORMAN A. CARLSON
Di rector






